WEDNESDAY,  SEPTEMDER  22,  1976 


PART  VII: 


SMALL  BUSINESS 
ADMINISTRATION 


PRIVACY  Aa  OF  1974 


Systems  of  Records 


41648 


SMAU  BUSINESS  ADMINISTRATION 


SMALL  BUSINESS  ADMINISTRATION 
PRIVACY  ACT  OF  1974 
Annual  Notice  of  Systems  of  Records 

The  purpose  of  this  document  is  to  give  notice  that  the  systems 
of  records  identified  in  notices  published  in  the  Federal  Register  at 
40  FR  42132  and  41  FR  7601  continue  in  effect.  This  notice  is 
published  in  compliance  with  the  requirements  of  5  U.S.C. 
SS2a(eK4)  as  added  by  section  3  of  the  Privacy  Act  of  1974. 

Dated:  August  25,  1976. 

Mitchell  P.  Kobelinski, 

Administrator. 

SBAOOl 

System  name:  Accountable  Property  File — SBAOOl 

System  location:  Central  Office.  Regional  Office  in  San  Fran¬ 
cisco,  Ca.,  District  Offices  in  Marshall,  Tex.  and  Oklahoma  City, 
Okla.,  and  Branch  Offices  in  Corpus  Christi,  Tex.  and  Cincinnati, 
Ohio. 

Categories  of  individuals  covered  by  the  system:  SBA  Employees. 

Categories  of  records  in  the  system:  Listing  of  items  processed  by 
employees  which  are  the  property  of  the  Small  Business  Adminis¬ 
tration,  with  each  employee's  signature  verifying  possession. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  IS  U.S.C. 
634(bK6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  Internal  Use  Only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  cabinets. 

Retrievability:  Records  are  indexed  by  employee's  name. 

Safeguards:  Access  to  records  is  generally  limited  to  Office  Ser¬ 
vices  personnel. 

Retention  and  disposal:  Records  are  disposed  of  2  years  after 
latest  inventory  update. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Accountable  Officer  and  employees. 

SBA005 

System  name:  Advisory  Council  File— SBA005 

System  location:  Branch,  District,  Regional  and  Central  Offices  of 
the  Small  Business  Administration  and  in  Federal  Record  Centers. 
See  Appendix  A  for  SBA  addresses  and  Appendix  B  for  FRC  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  Members,  past 
and  present,  of  SBA  Advisory  Councils.  Records  are  also  main¬ 
tained  on  those  individuals  being  processed  for  appointment  to  the 
SBA  Advisory  Councils. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  members  of  SBA  Advisory  Councils 


and  includes  political  party  affiliations,  ethnic/minority  identifica¬ 
tion,  security  status.  Congressional  clearances,  recommendations, 
appointment  notices,  address  lists  and  occasionally,  biographical 
data  and  correspondence. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used; 

To  disclose  information  about  an  Advisory  Council  member  to 
the  general  public. 

To  respond  to  requests  from  the  National  Archives. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  th  file  folders,  binders  and 
index  cards. 

Retrievability:  These  records  are  indexed  by  the  Council  member 
or  prospective  Council  member's  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  reqime  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  retained  for  three  years 
and  then  forwarded  to  a  Federal  Records  Center.  The  FRC  retains 
these  records  for  five  years  and  then  offers  the  records  for  transfer 
to  the  National  Archives. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
.  Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  Records 

Regional  Director  for  Regional  Office  Records 

Branch  Manager  for  Branch  Office  Records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record -access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Congressional  offices.  Agency  employees,  news  media,  other  Ad¬ 
visory  Council  members.  Federal  Register. 

SB  AO  10 

System  name:  Applicant  Representative  Files— SBAOlO 

System  location:  Branch,  District,  Regional  and  Central  Offices  of 
the  SBA.  See  Appendix  A  for  SBA  addresses. 

Categories  of  individuals  covered’ by  the  system:  Individuals  who 
render  services  in  connection  with  the  preparation  of  SBA  loan  ap¬ 
plications. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  applicant  representatives  including 
revocation  or  suspention  of  representative  privilege,  type  of  service 
performed,  amount  of  compensation  charged  borrowers  and  irregu¬ 
larities  or  complaints. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
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appropriate  agency,  whether  Federal,  state,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecuting  such  violation  or  charged  with  implementing  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 
After  final  SBA  action  revoking  or  suspending  the  privilege  of 
a  representative  to  appear  before  the  SBA,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  other  Federal  Agencies  which  deal  with  the 
individual  as  an  applicant  representative. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  in  index 
cards. 

Retrievability:  These  records  are  indexed  by  representative  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  The  system  of  records  is  retained  in¬ 
definitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  applicants  and  applications.  Agen¬ 
cy  employees,  third  party  informants,  and  individual  to  whom 
record  pertains. 

SBA015 

System  name:  Appraisers  List— SBA015 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Individual  ap¬ 
praisers. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  individual  appraisers  including  qualifi¬ 
cations,  correspondence  and,  occasionally,  notes  on  performance. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634  (b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  on 
index  cards. 

Retrievability:  Records  are  indexed  by  appraiser’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  officials  whose  duties  require  such  access.  Personnel  screen¬ 
ing  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Directors,  and  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 


District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains,  or 
his  agent.  Agency  employees.  National  Association  of  Real  Estate 
Appraisers,  and  published  lists  of  local  and  regional  appraisers. 

SBA020 

System  name:  Auctioneers  List — SBA020 

System  location:  District  and  Regional  Offices  of  SBA.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
are  auctioneers. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  auctioneers  who  are  interested  in  con¬ 
ducting  sales  on  behalf  of  SBA,  including  categories  of  property 
and  geographic  areas  in  which  the  individual  auctioneer  is  qualified 
and  bonded. 

Authority  for  maintenance  of  the  system:  U.S.C.  301,  IS  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders  and 
on  index  cards. 

Retrievability:  These  records  are  indexed  by  auctioneer’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains,  or 
his  agent.  General  Services  Administration,  Loan  Files. 

SBA025 

System  name:  Audit  Reports— SBA02S 

System  location:  The  Central  Office  of  the  Small  Business  Ad¬ 
ministration  and  Federal  Record  Centers.  In  some  cases,  copies  are 
maintained  in  the  District  and  Branch  Offices  where  the  loan  was 
processed.  See  Appendix  A  for  SBA  addresses'  and  Appendix  B  for 
FRC  addresses.  ' 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  detailed  investigations  of  home  disaster  loan  recioients’  use  of 
SBA  funds.  These  records  also  include  related  correspondence. 
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Such  audits  are  rarely  undertaken  unless  large  sums  of  money  are 
involved. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(b)(6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  to  the  extent 
that  the  information  is  relevant  and  necessary  to  the  IRS’ 
function. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievability:  These  records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  by  SBA  for  two 
years  after  the  loan  has  become  inactive  and  are  then  transferred  to 
an  FRC  where  they  are  maintained  for  five  years  and  then 
destroyed. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Financial  institution  reports  and 
records.  Agency  investigation,  individual  to  whom  record  pertains. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  552a  (k)(2),  all  investigatory  material  in  the  record  compiled 
for  law  enforcement  purposes  is  exempt  from  the  notification,  ac¬ 
cess,  and  contest  requirements  (under  5  U.S.C.  552a  (cK3),  (d), 
(eKD,  (eK4KG),  (H),  and  (I),  and  (f))  of  the  Agency  regulations. 
This  exemption  is  necessary  in  order  to  accomplish  the  purpose  of 
the  Agency  in  preventing  abuse  of  loan  proceeds  by  recipients,  as 
well  as  enforcing  Agency  rules  and  regulations  (pursuant  to  15 
U.S.C.  634(bK6)  and  15  U.S.C.  645(a)),  and  preventing  subjects  of 
investigations  from  frustrating  the  investigatory  process. 

SBA030 

System  name:  Automated  Personnel  History — SBA030 

System  location:  SBA  Central  Office.  See  Appendix  A  for  ad¬ 
dress. 

Categories  of  individuals  covered  by  the  system:  All  SBA  em¬ 
ployees. 


Categories  of  records  in  the  system:  Current  status  of  all  SBA  em¬ 
ployees  including  all  data  pertinent  to  that  status.  This  system  in¬ 
cludes  name.  Social  Security  number,  grade  and  salary  title,  or- 
gani7.ation,  education,  veterans  preference,  competitive  level,  date 
of  birth,  handicap  code,  health  benefits,  etc.  This  system  includes 
all  personnel  actions  affecting  active  SBA  employees  since  May 
1972,  and  also  those  of  separated  employees  since  that  date. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A  number  of  records  in 
this  system  are  sent  as  a  required  report  to  the  Civil  Service  Com¬ 
mission.  The  General  Accounting  Office  is  also  given  information 
€rom  this  system  for  audit  purposes. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  This  system  of  records  is  maintained  on  magnetic  tape. 

Retrievability:  Records  in  this  system  can  be  retrieved  by  the  em¬ 
ployee’s  name  or  Social  Security  number. 

Safeguards:  Physical  Security  -  authoriz.ed  personnel  only. 

Retention  and  disposal:  These  records  form  a  permanent  data 
bank  for  the  Office  of  Personnel  and  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SF  171  and  any  other  forms  an  em¬ 
ployee  completes  when  coming  on-board;  Personnel  actions  as 
recorded  on  SBA  Form  52;  Requests  for  personnel  actions;  Mass 
Change  Formats;  and  Award  Keypunch  Formats. 

SBA035 

System  name:  Bankruptcy  Filings  in  South  Carolina— SBA035 

System  location:  Columbia  District  Office  of  the  Small  Business 
Administration.  See  Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  Individuals  in 
South  Carolina  who  have  filed  for  bankruptcy. 

Categories  of  records  in  the  system:  This  system  of  records,  a  list, 
enables  Agency  officials  to  identify  borrowers  and/or  guarantors 
who  have  declared  bankruptcy. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievability:  Records  are  indexed  by  individual’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employeed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  indiviudal  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director  for  Colum¬ 
bia  District  Office.  The  address  of  this  office  is  contained  in  Ap¬ 
pendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
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ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  List  compiled  by  Bankruptcy  Court. 

SBA040 

System  name:  Boards  of  Survey — SBA040 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
and  other  individuals  who  have  been  involved  in  accidents  with 
government  vehicles,  or  other  incidents  of  loss  or  damage  to 
government  property. 

Categories  of  records  in  the  system:  This  system  includes  the  re¬ 
port  and  supporting  material  compiled  by  the  Board  of  Survey  in 
reviewing  cases  involving  loss  or  damage  to  government  property. 
These  may  be  claims  by  or  against  the  government.  Cases  involving 
up  to 

5000  can  be  handled  in  the  Regional  Offices.  Cases  involving 
more  than 

5000  must  be  referred  to  the  Central  Office  Board  of  Survey. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  29  U.S.C.  651-78. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a  suit  is 
initiated  in  a  court,  these  records  would  be  referred  to  the  Justice 
Department  and  General  Services  Administration  for  handling.  The 
records  would  also  be  given  to  the  parties  in  litigation  with  the 
Agency  and  to  the  court,  if  necessary  in  the  case. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Rctrievability:  Files  are  indexed  by  the  name  of  SBA  employees 
or  other  individuals  involved  in  the  case. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retentioa  and  disposal:  Records  are  maintained  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
These  addresses  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  paragraph  above,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individuals  involved  in  the  case,  wit¬ 
nesses,  Agency  investigation. 

SBA045 

System  name:  Borrower  Insurance  Files — SBA045 

System  location:  The  following  District  and  Branch  Offices  main¬ 
tain  this  system  of  records:  Boise  District  Office,  Casper  District 
Office,  Corpus  Christi  Branch  Office,  Honolulu  District  Office, 
Marshall  District  Office,  New  Orleans  District  Office,  Pittsburgh 
District  Office,  Salt  Lake  City  District  Office  and  San  Antonio  Dis¬ 
trict  OHice.  All  other  District  and  Branch  Offices  maintain  this  in¬ 
formation  in  the  Loan  Case  File.  See  Appendix  A  for  addresses. 


Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  a  Disaster  Home  Loan  recipient's 
hazard  insurance  and  Federal  Flood  Insurance,  wherever  applica¬ 
ble.  These  records  include  a  copy  of  the  insurance  policy,  a  history 
of  premium  payments  and  related  correspondence. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  disclosed  in  correspondence  with  a 
recipient’s  insurance  company  as  to  the  status  of  his  policy. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Rctrievability:  These  records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  destroyed  when  the 
loan  becomes  inactive. 

System  managcr(s)  and  address:  District  Directors,  and  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  in  the  system  should  direct  their  requests  to  the 
official  listed  in  the  above  paragraph,  stating  the  reasons  for  con¬ 
testing  it  and  the  proposed  amendment  to  the  information  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
insurance  companies.  Housing  and  Urban  Development— Farmers 
Home  Administration. 

SBA050 

System  name:  Career  Counseling  Files— SBA050 

System  location:  San  Francisco  Regional  Office,  San  Francisco 
District  Office.  See  addresses  in  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  record  system  includes 
notes  and  forms  completed  during  interviews  between  employees 
and  supervisors  regarding  career  goals  and  programs. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  within 
each  division  of  the  office. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  for  a  period  of  time 
set  by  agreement  between  supervisor  and  employee. 

System  manager(s)  and  address:  Regional  Director,  District 
Director.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  tdm  or  her  by  addressing 
a  request  in  person  or  in  writing  to:  ( 
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Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedares:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Cootcstiag  record  proccdorcs:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Interview  between  employee  and  super¬ 
visor. 

SBA05S 

System  name:  Chamber  of  Commerce  Members— SBA05S 

System  location:  Kansas  City  Regional  Office.  See  Appendix  A 
for  address. 

Categories  of  individuals  covered  by  the  system:  Chamber  of  Com¬ 
merce  members. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  individual  members  of  Chambers  of 
Commerce  who  are  available  as  needed  as  spokesmen  for  SBA. 
The  records  include  a  summary  of  the  individual’s  relationship  with 
SBA. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  index  cards. 

Retrievahility:  These  records  are  indexed  by  individual’s  name 
and  geographical  area. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  kept  indefinitely,  but  updated 
every  two  years. 

System  managerfs)  and  address:  Regional  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system'  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  to  the  Regional  Director  at  Kansas  City. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Region^  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  .  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  paragraph  above,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees. 

SBA060 

System  name:  Collateral — SBA060 

System  location:  District  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  negotiable  collateral  assigned  to  the  SBA  in  connection  with 
the  award  of  a  disaster  home  loan.  Included  in  these  records  are  re¬ 
gisters  of  negotiable  collateral  assigned  to  SBA,  trust  receipts, 
bonds,  certificates,  mortgages,  notes,  titles,  insurance  policies,  and 
agreements  of  extending  deeds  of  trust. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 


Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  records  may  be  used: 

In  the  event  a  system  of  records  maintained  by  this  Agency  to 
carry  out  its  function  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute  or  particular 
program  statute,  or  by  regulation  or  order  issued  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be 
referred,  as  a  routine  use,  to  the  appropriate  agency, 
whether  Federal,  State,  local  or  foreign,  charged  with  the 
responsibility  of  investigation  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service  in  response  to  its 
request  with  access  to  an  individual’s  records  for  an  official 
audit  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS’  function. 

To  request  information  from  a  Federal,  State,  or  local  agency 
or  a  private  title  search  agency  to  determine  an  applicant’s 
suitability  for  a  loan. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  or  settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  index 
cards,  safety  deposit  boxes  and  insulated  combination  safes. 

Rctrievability:  These  records  are  indexed  by  recipient  name 
and/or  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  retained  until  an  in¬ 
dividual’s  loan  is  paid-in-full  or  charged-off,  then  disposed. 

System  manager(s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  conatins  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  bank  correspondence.  State  officials,  title 
search  companies. 

SBA065 

System  name:  Collection  Files — SBA065 

System  location:  District,  Branch  and  Central  Offices  of  Small 
Business  Administration  and  in  the  Federal  Record  Centers.  See 
Appendix  A  for  SBA  addresses  and  Appendix  B  for  FRC  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  SBA  collection  activities  in  connection 
with  Disaster  Home  Loans  from  the  time  of  the  initial  disbursement 
until  the  loan  is  either  paid-in-full  or  put  in  liquidation  status.  These 
records  include: 

SBA  Form  573 — “Cash  Collateral  and  Abeyance  Item 
Register” 

SBA  Form  230 — “Receipt  for  Payment” 
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SBA  Form  368 — “Collectionsy — Disaster  Deferred 
Participation  Loans  Purchased.” 

Default  Vouchers  > 

Various  documents  relating  to  the  receipt  and  disposition  of 
money  remitted,  issuances  of  past  due  notices  and  other 
related  material. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal,  or 
regulatory  in  nature  and  whether  arising  by  general  statute  or 
particular  program  statute  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

In  the  event  court  action  arises  from  loan  collection  activities, 
a  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court,- 
magistrate  or  counsel  in  the  course  or  settlement 
negotiations. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
audit  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS’  function. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Stomgl:  These  records  are  maintained  on  microfilm,  magnetic 
tape,  file  folders,  receipt  books,  ledgers,  and  insulated  combination 
safes. 

Rctricvability:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  located  in  District  and  Branch 
Offices  are  retained  for  two  years  after  the  loan  is  paid  or  charged- 
off  and  then  forwarded  to  a  Federal  Records  Center  where  they  are 
destroyed  after  two  years.  Records  located  in  the  Central  Office 
are  retained  no  more  than  two  years  and  then  either  forwarded  to  a 
Federal  Records  Center  for  four  years  or  sold  for  salvage. 

System  managerfs)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Banks,  and  Loan  Case  File. 

SBA070 

System  name:  Combined  Federal  Campaign— SBA070 


System  location:  SBA  Regional  Offices  in  Kansas  City,  Mo., 
Boston,  Mass.,  and  Chicago,  Ill.  SBA  District  Offices  in  Columbus 
and  Cleveland,  Ohio.  For  the  addresses  of  these  offices,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  system  contains  a  list  of 
participants  and  their  contributions.  A  copy  of  pledge  cards,  names 
and  addresses  of  personnel  connected  with  the  Combined  Federal 
Campaign,  code  of  charities  to  which  donations  were  made. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Names  and  addresses  of 
those  employees  who  are  connected  with  the  planning  and  accom¬ 
plishments  of  the  fund-raising  drive  are  sometimes  released  to  the 
media. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders  or  binders,  which 
are  usually  stored  in  file  cabinets. 

Rctricvability:  Records  are  indexed  by  name,  within  each  fiscal 
year. 

Safeguards:  Records  used  by  authorized,  persons  only,  on  a  need 
to  know  basis. 

Retention  and  disposal:  There  is  no  official  disposal  schedule  for 
these  records,  they  are  kept  indefinitely. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  or  District  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  on  whom  the  record  is  main¬ 
tained. 

SBA075 

System  name:  Commercial  Toll  Calls — SBA073 

System  location:  Portland,  Oregon  District  Office,  and  Cleveland, 
Ohio  District  Office.  See  Appendix  A  for  addresses.  Other  offices 
may  keep  information  on  toll  calls,  but  it  is  only  indexed  by  date. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  made  commercial  toll  telephone  calls. 

Categories  of  records  in  the  system:  Copies  of  SBA  Form  48SA, 
“Commercial  Telephone  Toll  Tickets.” 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
in  communicating  with  the  General  Services  Administration,  or  the 
telephone  company  regarding  telephone  bills. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievahility:  In  the  offices  listed  above,  these  records  are  in¬ 
dexed  by  the  name  of  the  employee  making  a  commercial  toll  call. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  until  an  audit  or 
until  the  information  otherwise  becomes  outdated. 
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System  maiiascr(s)  and  address:  District  Directors.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director.  The  ad¬ 
dresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in- 
diviudal,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SBA  employees,  telephone  company. 
General  Services  Administration. 

SBA080 

System  name:  Completion  Certificate  Control  Lists— SB  A080 

System  location:  Central  Office,  District  and  Branch  Offices  of 
the  SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  SBA  Form  1018,  “Completion  Cer¬ 
tificate  on  SBA  Disaster  Loans.”  Each  disaster  loan  recipient  is 
required  to  execute  this  form  when  all  loan  proceeds  have  been  ex¬ 
pended.  The  system  of  records  contains  this  form  along  with  bor¬ 
rower  reminders,  past  due  listings,  and  verification  reports. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  magnetic  tape,  file  fol¬ 
ders,  binders  and  index  cards. 

Retrievability:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  personnel.  Loan  Case  File. 

SBA085 

System  name:  Congressional  Hearing  Files — SBA085 

System  location:  Central  Office  of  the  SBA.  See  Appendix  A  for 
the  address. 

Categories  of  individuals  covered  by  the  system:  SBA  employees, 
as  well  as  applicants  for,  and  recipients  of,  SBA  assistance. 


Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  about  individuals  in  connection  with  preparation 
for  and  attendance  at  Congressional  hearings.  These  records  in¬ 
clude  data  concerning  program  activities  and  personnel  problems, 
intra-agency  correspondence,  investigations  and  Justice  Department 
reports. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bM6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  these  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order,  issued 
pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievability:  Parts  of  these  records  are  indexed  by  an  in¬ 
dividual’s  name,  and  to  that  extent,  are  retrievable. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  the  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Agency  files.  Justice  Department. 

SBA090 

System  name:  Delinquent  Loans — SBA090 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration  and  Federal  Record  Centers.  See  Appendix  A 
for  SBA  addresses  and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  disaster 
home  loans  whose  loans  have  been  classified  as  delinquent. 

Cat^ories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relative  to  delinquent  disaster  home  loans.  These 
records  consist  of  monthly  printouts  of  loans  30,  45,  and  60  days 
past  due  and  SBA  Forms  1004A  and  1004B,  the  collection  notices 
and  records  on  past  due  accounts.  Included  in  these  records  are  the 
number,  amount  and  dates  of  delinquent  payments,  the  amount  of 
the  loan,  related  correspondence  and  remarks  by  the  Service  Loan 
Officer. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bM6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 
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Storage:  These  records  are  maintained  in  file  folders  and  binders. 

Retrkvability:  These  records  are  indexed  by  the  name  of  the 
recipient. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  The  monthly  listings  are  retained  for' up 
to  one  year  and  then  destroyed.  The  1004A  and  1004B  forms  are 
transferred  to  the  loan  case  file  or  an  FRC  if  the  loan  becomes  cur¬ 
rent.  If  the  loan  remains  past  due,  these  records  are  transferred  to 
liquidation  and  retained  until  the  loan  is  charged-off  or  paid-in-full 
and  then  forwarded  to  an  FRC.  Records  maintained  by  a  Federal 
Records  Center  are  destroyed  after  four  years. 

System  manager(s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  at  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  The  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Agency  Collection  Activities  Branch, 
individual  to  whom  record  pertains,  agency  personnel. 

SBA095 

System  name:  Designations  of  Cashiers— SBA09S 

System  location:  Lubbock  District  Office  at  address  listed  in  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
in  office  who  have  been  bonded  to  serve  as  cashiers. 

Categories  of  records  in  the  system:  This  record  includes  request 
for  and  designation  of  cashiers  (SF  21 1  and  1 195),  who  are  required 
to  be  bonded  for  the  handling  of  imprest  funds  and  treasury 
checks. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  referred  to  the  Treasury  Department  for  bonding. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

RetricvahilHy:  Records  are  indexed  by  the  name  of  the  em¬ 
ployees  designated  as  cashiers. 

Safeguards:  Records  are  kept  in  a  file  cabinet. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  address:  District  Director,  Lubbock, 
Texas.  See  Appendix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director.  The  ad¬ 
dress  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

CoutesUng  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained. 


SBAIOO 

System  name:  Disaster  Relief  Act  Printout — SBAIOO 

System  location:  Corpus  Christi  Branch  Office  of  the  SBA.  See 
Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans  in  the  Corpus  Christi  area. 

Categories  of  records  in  the  system:  This  Computer  Printout  lists 
the  name  and  address  of  borrowers  to  whom  the  “forgiveness” 
provision  of  the  Disaster  Relief  Act  applies. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievability:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Indefinite  retention. 

System  manager(s)  and  address:  Branch  Manager.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Branch  Manager  for  Branch  Office  records 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees. 

SBA105 

System  name:  Disbursements — SBA105 

System  location:  Central,  District  and  Branch  Offices  of  the  SBA 
and  Federal  Record  Centers.  See  Appendix  A  for  SBA  addresses 
and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  dis¬ 
aster  home  loans. 

eateries  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  loan  disbursement  activities.  These 
records  consist  of  detailed  listings  of  disbursements,  SBA  Form 
191-checks  requested,  SBA  Form  192-checks  issued  on  loan  closing 
and  treasury  check  registers.  The  information  includes  amount  of 
the  loan,  schedule  of  payments,  actual  disbursement  calendars  and 
overpayments  made. 

Authority  for  maintenance  of  the  system:  U.S.C.  301;  15  U.S.C. 
634(b)(6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used; 

To  provide  information  to  the  public  when  disclosures  are 
warranted. 

In  communicating  with  the  Treasury  Department  on 
disbursement  activities.- 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  register 
books,  and  index  cards. 

Retrievability:  These  records  are  indexed  by  recipient  name  and 
loan  number  as  well  as  a  cross-referenced  check  control  number. 
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Safeguards;  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  The  Central  Office  maintains  these 
records  for  three  years  following  the  end  of  the  fiscal  year  whereas 
the  District  and  Branch  Offices  maintain  the  system  either  for  two 
years  or  indefinitely.  The  records  are  then  transferred  to  an  FRC 
which  disposes  of  them  under  GAO  standards. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  Records 

District  Director  for  District  Office  Records 

Branch  Manager  for  Branch  Office  Records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains,  Treasury  Department,  Agency  personnel,  and  Loan  Case 
File. 

SBAllO 

System  name:  EEO  Pre-Complaint  Counseling — SBAllO 

System  location:  Central  Office,  Regional  Offices,  District  Offices 
and  Branch  Offices.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  requested  counseling  regarding  discrimination  in  employ¬ 
ment. 

Categories  of  records  in  the  system:  File  on  each  counseling  case, 
compiled  by  Equal  Employment  Opportunity  Counselor  in  each  of¬ 
fice.  File  may  include  statements  made  by  the  employee  being 
counseled  and  other  persons  interviewed,  record  of  attempts  to 
resolve  the  problem,  and  EEO  Counselor’s  Report.  If  a  formal 
complaint  is  filed  after  counseling,  the  EEO  Counselor’s  Report 
becomes  part  of  the  EEO  Complaint  case. 

Authority  for  maintenance  of  the  system:  5  C.F.R.  713,  13  C.F.R. 
105.735-5-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
to  report  counseling  activity  to  the  Civil  Service  Commission,  but 
such  reports  do  not  name  the  individuals  who  received  counseling. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Files  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  person 
requesting  counseling. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Some  offices  dispose  of  records  after  the 
problem  is  resolved.  Others  retain  the  records  for  a  period  of  years 
or  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  and  Branch  Managers.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 


Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Person  requesting  counseling,  other  em¬ 
ployees,  EEO  Counselor,  and  Personnel  and  employment  records. 

SBA115 

System  name:  EEO  Complaint  Cases— SBAl  15 

System  location:  Central  Office.  For  address  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  filed  a  complaint  regarding  discrimination  in  employment. 

Categories  of  records  in  the  system:  Files  on  each  complaint  case, 
compiled  by  the  Office  of  Equal  Employment  Opportunity.  File 
may  include  statements  made  by  the  complainant  and  other  persons 
interviewed,  EEO  Counselor’s  Report,  other  information  developed 
in  the  investigation  of  a  complaint,  notes  of  attemots  to  resolve  the 
complaint,  report  of  a  hearing.  Hearing  Examiner’s  Recommenda¬ 
tions,  and  Agency  action  on  the  case.  Files  also  include  closed 
cases. 

Authority  for  maintenance  of  the  system:  5  C.F.R.  713,  13  C.F.R. 
105.735-5-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

These  records  are  used  to  report  complaints  to  the  Civil 
Service  Commission. 

In  the  event  that  a  complaint  results  in  a  hearing,  records  in 
this  system  will  be  used  in  preparing  and  presenting  the  case 
before  a  Complaints  Examiner  designated  by  the  Civil 
Service  Commission. 

In  the  event  that  a  complaint  is  appealed  to  the  Civil  Service 
Commission,  these  records  will  be  used  by  the  Appeals 
Review  Board  in  making  a  decision  on  the  case. 

In  the  event  that  a  complaint  results  in  a  suit  in  a  Federal 
court,  these  records  will  be  referred  to  the  Department  of 
Justice  and  used  by  that  Department  to  prepare  and  present 
the  case  in  court. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Files  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  person  fil¬ 
ing  a  complaint. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appe.n- 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer,  Central 
Office,  at  the  address  listed  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  S;OUght. 

Record  source  categories:  Complainant,  Witnesses,  Hearing  trans¬ 
cript,  Complaints  Examiner’s  Recommendations,  Agency  investiga¬ 
tion.  Personnel  and  Employment  records. 

SBA120 

System  name:  Employee  Awards— SBA120 
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System  location:  This  system  is  maintained  by  most  SBA  Re¬ 
gional  and  District  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
nominated  for  and/or  receiving  awards. 

Categories  of  records  in  the  system:  Narratives  on  each  individual 
nominated  for  Civil  Servant  of  the  Year,  SBA  Honor  Award 
nominees.  Federal  Women’s  Award  nominees,  recommendations  of 
supervisors  and  other  supporting  documentation  submitted  to 
awards  boards. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  List  of  nominees  for  the 
Federal  Women’s  Award  are  sent  to  the  Civil  Service  Commission 
for  consideration. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  kept  in  file  folders  which  are  usually 
stored  in  file  cabinets. 

Retrievability:  Records  are  indexed  by  name  of  employee  or  title 
of  award. 

Safeguards:  Personnel  screening  information  released  to 
authoriz.ed  persons  only. 

Retention  and  disposal:  These  records  are  retained  for  a  period 
varying  from  three  to  five  years,  then  disposed  of. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employees,  official  Personnel  folders, 
supervisors.  Civil  Service  Commission,  Department  of  Labor,  other 
agencies  and  organizations. 

SBA125 

System  name:  Employee  Biographical  Files — SBA125 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  El  Paso  Branch  Office.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  Records  include  biographical 
data  such  as  date  of  birth,  employment  history,  education,  photo¬ 
graphs,  news  clippings  and  record  of  public  appearances  in  an  offi¬ 
cial  capacity.  These  files  do  not  necessarily  contain  information  on 
all  SBA  employees. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  will  be  released  to  news  media,  other  Government  agen¬ 
cies,  and  private  groups  and  organizations  for  publicity  purposes. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  employee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 


Retention  and  disposal:  Most  offices  retain  the  records  as  long  as 
the  person  is  employed  by  SBA. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Manager.  See  Appendix  A  for 
addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer.  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  Agency  personnel  records  and  memoranda,  news  media. 

SBA130 

System  name:  Employee  Bond  Participation  Files — SBA130 

System  location:  Central  Office,  Regional  and  District  Offices. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  purchase  U.S.  Savings  Bonds  through  payroll  deduction. 

Categories  of  records  in  the  system:  This  record  includes  the  name 
of  an  employee  purchasing  Savings  Bonds,  address.  Social  Security 
number,  amount  of  deduction,  bond  denomination,  names  of  co¬ 
owners  or  beneficiaries,  correspondence  and  other  information 
relating  to  bonds. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  referred  to  the  Treasury 
Department  for  the  purchase  of  bonds. 

These  records  are  reviewed  by  the  General  Accounting  Office 
in  the  course  of  an  audit  of  the  Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  journals  or  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  or  Social 
Security  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Perosnnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Central  Office  Files  are  disposed  of  after 
three  years  or  a  GAO  audit.  Other  files  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  and  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
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request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  timployee  Savings  Bond  Form  (SBA 
1042),  Payroll  Master  File. 

SBA135 

System  name:  Employee  Counseling  Program  — SB  A 135 

System  location:  SBA  Central  Office;  Denver  Regional  Office; 
Boston  Regional  Office;  Wichita,  KS  District  Office.  See  Appendix 
A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Employees  who 
have  requested  counseling  for  personal  problems  and  employees 
designated  as  counselors. 

Categories  of  records  in  the  system:  Case  history  documentation 
relative  to  problems.  Counseling  data.  Referrals  for  assistance. 
Health  benefit,  compensation  or  disability  processing  assistance. 
Names  of  employees  designated  as  Employee  Counseling  Program 
councelors. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employee  Counseling 
Program  records  may  be  used  to  contact  a  doctor  or  other  form  of 
assistance  for  the  employee  being  counseled. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  stored  in  locked  file  cabinets  or  in  the  desk 
of  the  Employee  Counseling  Program  counselor. 

Retrievability:  Records  are  indexed  either  by  the  name  of  the 
counselor  or  the  employee  being  counseled. 

Safeguards:  Records  are  released  to  authorized  personnel  only, 
on  a  need  to  know  basis. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SBA  employees  and  their  supervisors. 

SBA140 

System  name:  Employee  Evaluation  and  Supervision  Files — SBAI40 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  Branch  Offices.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  record  contains  Annual 
Performance  Ratings,  informal  incident  files  on  job  activities,  and 
other  informal  information  relating  to  job  performance,  kept  by  su¬ 
pervisors. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres- 
sion^  office  made  at  the  request  of  that  individual. 


Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Retention  varies  from  one  year  to  in¬ 
definitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Supervisors;  Observation,  conversation, 
interviews  with  employees;  Agency  Personnel  records. 

SBA145 

System  name:  Employee  Identification  Card  Files — SB  A 145 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  Branch  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  These  files  contain  names  of 
employees  and  the  identification  card  numbers  issued  to  them. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  card  files. 

Retrievability:  Records  are  indexed  by  employee  name  or  identifi¬ 
cation  card  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  until  employee  ter¬ 
minates  service  with  SBA,  or  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 
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Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  Agency  Personnel  records. 

SBA150 

System  name:  Employee  Suggestions— SB  A  ISO 

System  location:  Central  Office,  Regional  Offices,  Anchorage 
District  Office,  Cleveland  District  Office,  Des  Moines  District  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  filed  suggestions. 

Categories  of  records  in  the  system:  Records  include  a  copy  of  the 
suggestion,  and  information  relating  to  the  disposition  made  of  the 
suggestion. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  kept  in  file  folders. 

Retrievability:  Records  in  the  offices  listed  above  are  indexed  by 
the  name  of  the  person  making  the  suggestion.  Suggestion  files  in 
other  offices  are  retrievable  by  date. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Files  are  kept  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  who  filed  suggestion.  Agency 
personnel  who  review  suggestions. 

SBA  155 

System  name:  Employment  Applications — SBAISS 

System  location:  Maintained  by  individual  divisions  of  the  SBA 
Central,  Regional,  District,  and  Branch  Offices.  See  Appendix  A 
for  addresses  of  these  offices. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
permanent,  part-time,  and  temporary  employment  with  the  SBA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  letters  of  introduction,  resumes,  personal  qualifications  state¬ 
ments,  referrals,  references,  pre-employment  inquiries,  job  inter¬ 
view  records.  Civil  Service  Commission  ratings  and  lists  of  eligi- 
bles. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301;  IS  U.S.C. 
634(bK6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  resumes,  etc.  of 
those  applicants  seeking  referral  assistance  are  sometimes  for¬ 
warded  to  other  Federal  agencies  for  possible  employment. 


Disclosure  may  be  made  to  a  congressioiuil  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  usually  stored  in  feeders  within  file 
cabinets. 

Retrievability:  Records  are  indexed  by  applicant’s  name. 

Safeguards:  Information  released  only  to  authorized  personnel  on 
a  need  to  know  basis. 

Retention  and  disposal:  File  disposed  of  after  two  years. 

System  manager(.s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Directoi',  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Applicant  to  whom  the  file  pertains. 
Civil  Service  Commission,  and  persons  who  furnish  references  for 
applicant. 

SBA160 

System  name:  Exit  Interviews — SB  A 160 

System  location:  SBA  Regional  Offices  in  Denver,  Colorado  and 
in  San  Francisco,  California.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  resigned. 

Categories  of  records  in  the  system:  A  written  record  of  interviews 
conducted  by  the  Personnel  Office  to  determine  why  an  employee 
resigned. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  main¬ 
tained  for  internal  Agency  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  The  records  in  this  system  are  stored  in  file  cabinets. 

Retrievability:  These  records  are  retrieved  by  the  name  of  the 
employee. 

Safeguards:  Records  are  released  to  authorized  Agency  personnel 
only. 

Retention  and  disposal:  These  records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Regional  Directors  in  Denver  and 
San  Francisco.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  appropriate  Regional 
Director  in  either  Denver  or  San  Francisco.  The  addresses  of  these 
offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 
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Record  source  categories:  Interviews  with  employees  and  super¬ 
visors. 

SBA170 

System  name:  Finance  &  Investment  Career  Program— SB  A 1 70 

System  location:  Central  Office.  Regional  Offices.  District  Offices 
in  Hartford,  Connecticut;  Lubbock,  Texas;  Seattle,  Washington. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  applied  for  or  enrolled  in  the  F  &  I  Career  Program. 

Categories  of  records  in  the  system:  This  system  of  records  in¬ 
cludes  application  forms,  appraisals  of  the  employee’s  performance 
and  potential,  training  plans,  record  of  an  employee's  activities  in 
the  program,  and  correspondence  relating  to  the  individual  and  the 
program. 

Authority  fur  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  used  in  communicating 
with  a  Union  which  represents  SBA  employees,  in  regard  to 
the  Career  Program. 

Information  in  these  records  may  be  communicated  to  the  Civil 
Service  Commission  whenever  necessary  to  implement  a 
Personnel  action. 

These  records  may  be  examined  by  the  General  Accounting 
Office  or  the  Civil  Service  Commission  in  the  course  of  a 
review  of  the  Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  binders. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employees,  Supervisors,  Agency  Per¬ 
sonnel  records. 

SBA180 

System  name:  Government  Drivers'  Licenses  and  Use  of  Vehi¬ 
cles — SB  A 180 

System  location:  Regional,  District  and  Branch  Offices  of  the 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Employees 
authorized  to  use  government  vehicles. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  use  of  government  vehicles.  Records 
include  SBA  Form  607,  “Car  Authorizations,”  applications  for 
government  driver’s  license,  accident  reports,  physical  fitness  state¬ 
ments  and  operator's  identification  card. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  471. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  records  may  be  used: 


To  supply  the  General  Services  Administration  and  the  General 
Accounting  Office  with  information  necessary  and  relevant 
to  the  Agencies’  functions. 

To  request  information  from  State  and  local  police  departments 
to  determine  an  employee’s  eligibility  for  a  government 
license. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  or  settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains, 
witnesses  to  accidents,  police  records,  personnel  involved  in  ac¬ 
cidents. 

SBA185 

System  name:  Grievances  and  Personnel  Practices  Ap¬ 
peals— SBA185 

System  location:  Central  Office,  Regional  Offices,  or  District  Of¬ 
fices  where  grievances  or  personnel  practices  appeals  have  been 
filed. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  filed  grievances  under  Union  grievances  procedures  or 
Personnel  Practices  Appeals  Procedures. 

Categories  of  records  in  the  system:  This  system  includes  cor¬ 
respondence,  supporting  documents,  transcripts  of  hearings,  infor¬ 
mation  developed  in  investigating  a  grievance  or  appeal,  and  other 
information  related  to  the  processing  of  the  grievance  or  appeal. 
These  cases  may  be  processed  under  a  Union  grievance  procedure, 
or  procedures  established  by  the  Agency  pursuant  to  the  Adminis¬ 
trator’s  memorandum  of  December  9,  1974,  to  ensure  that  merit 
principles  and  personnel  laws  and  regulations  are  carried  out, 
where  other  procedures  are  not  applicable. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C 
3101,  Collective  Bargaining  Agreements  with  Unions  which 


FEDERAL  REGISTER,  VOL.  41,  NO.  185 — WEDNESDAY,  SEPTEMBER  22,  1976 


SMALL  BUSINESS  ADMINISTRATION 


41661 


represent  SBA  employees,  SBA  Administrator's  memorandum  of 
December  9a  1974. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  communicated  to  the 
Union  pursuant  to  the  grievance  procedure. 

These  records  may  be  reviewed  by  the  Civil  Service 
Commission  or  used  in  reporting  to  the  Civil  Service 
Commission  on  labor-management  relations  activity. 

Records  may  be  disclosed  to  a  Hearings  Examiner  from 
outside  the  Agency,  purusant  to  established  procedures. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  name  of  the  employee  fil¬ 
ing  the  grievance  or  appeal. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  offical  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  who  files  grievance  or  ap¬ 
peal,  other  employees.  Union,  Personnel  and  employment  records. 

SBA190 

System  name:  Hurricane  Agnes  Disaster  Files — SBAI90 

System  location:  Philadelphia  Regional  Office,  Harrisburg  Branch 
Office  and  Wilkes-Barre  Branch  Office  of  SBA.  See  Appendix  A 
for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  and 
applicants  of  SBA  Disaster  Home  Loans,  recipients  of  Pennsyl¬ 
vania  State  grants. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  loans  applied  for  and/or  issued  during 
the  Hurricane  Agnes  disaster  of  June  1972.  These  records  include: 
Detailed  analysis  of  every  SBA  disaster  loan  over 

50,000  approved  in  the  Philadelphia  Region  during  the  Hurricane 
Agnes  disaster  of  June  1972, 

List  of  individuals  receiving  State  grants. 

List  of  Mobile  Home  Loans  fully  forgiven. 

List  .of  borrowers  scheduled  for  liquidation  and  other 
information  needed  to  determine  eligibility  of  a  borrower  for 
additional  funds. 

Active  disaster  accounts  containing  U.S.  Court  Order  for 
Restitution  for  misuse  of  loan  proceeds. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  15  U.S.C.  634(bM6). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 


issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  re9ords  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal  or  other  information  relevant  to 
determining  an  applicant’s  suitability  for  a  loan. 

Disclosure  may  be  made  to  a  congtessional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  indexed  by  recipient’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Regional  Director,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Loan  Case  Files,  Department  of  Community  Affairs  (State  of  Pa.), 
United  States  I^obation  Officer,  United  States  Clerk  of  Courts, 
Agency  employees. 

SBA195 

System  name:  Inquiries  and  Correspondence — SB  A 195 

System  location:  Central,  District  and  Branch  Offices  of  the  SBA. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  inquired  of,  or  corresponded  with,  the  Small  Business  Ad¬ 
ministration,  or  have  been  the  subject  of  such  inquiry. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  correspondence  and  inquiries  which 
are  filed  by  the  inquirer’s  name,  and  are  not  filed  chronologically. 
Included  in  these  records  are  inquiries  from  members  of  Congress, 
borrowers  and  applicants,  and  interested  members  of  the  public  and 
news  media.  Also  included  in  this  system  is  information  relating  to 
Disaster  Home  Loan  borrowers  and  applicants,  and  SBA  em¬ 
ployees  who  have  been  the  subject  of  an  inquiry,  where  such  infor¬ 
mation  is  filed  by  the  individual’s  name  and  not  chronologically. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
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implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  the  Agency. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  on  magnetic 
tape,  and  index  cards. 

Retricvability:  These  records  are  indexed  by  individual's  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorised  disclosure. 

Retention  and  disposal:  These  records  are  retained  for  no  more 
than  three  years  and  then  disposed  of. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  personnel,  case  files.  Congressional  correpondence, 
Gener^  Accounting  Office. 

SBA  205 

System  aame:  Legal  Work  Files  on  Personnel  Problems— SBA20S 

System  location:  SBA  Central  See  Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  These  work  files  include 
opinions,  advice,  transcripts,  witness  statements,  etc.  maintained 
by  the  General  Counsel's  Office  on  personnel  cases. 

Authority  for  maintenance  of  the  system:  IS  U.S.C.  634(bM6);  S 
U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  kept  in  file  folders  which  are  stored  in  file 
cabinets. 

Retrievability:  Records  indexed  by  employee’s  name. 

Safeguards:  Access  limited  to  those  employees  in  General  Coun¬ 
sel’s  Office  involved  in  these  cases. 

Retention  and  disposal:  These  work  files  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 


ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Office  of  Personnel,  Third  party  wit¬ 
nesses. 

SBA210 

System  name:  Lessees  of  Federally  Owned  Land  on  Rivers  in  Il¬ 
linois — SBA210 

System  location:  Springfield,  Illinois  Branch  Office.  See  Appendix 
A  for  address. 

Categories  of  individuals  covered  by  the  system:  Leesees  of 
Federally  owned  4and  on  rivers  in  Illinois. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  as  to  whether  these  individuals  did  or  did  not  ob¬ 
tain  SBA  loans  during  the  1973  Federally  declared  flood  disaster. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievability:  These  records  are  indexed  by  lessee  name  as  well 
as  a  cross-referenced  lot  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

System  manager(s)  and  address:  Branch  Manager.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Branch  Manager  in  Spring- 
field,  Ill. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Cootesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Department  of  the  Army,  Corps  of  En¬ 
gineers. 

SBA220 

System  name:  Litigation  and  Claims  File — SBA220 

System  location:  Central  Office,  Regional,  District  and  Branch 
Offices,  and  Federal  Records  Centers.  See  Appendix  A  for  SBA 
addresses  and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  All  Disaster 
Home  Loan  recipients  and  other  individuals  who  are  parties  to 
lawsuits  or  claims  involving  the  SBA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  recipients  who  have  been  classified  as 
“in  litigation’’  and  all  individuals  involved  in  claims  asserted  by  or 
against  the  Agency.  These  records  include,  wherever  applicable:  af¬ 
fidavits,  briefs,  pleadings,  depositions  and  interrogatories,  summa¬ 
ries  of  loan  status  with  entries  of  progress  of  litigation,  opinions, 
copies  of  Departement  of  Justice  papers  concerning  loan  cases  in 
litigation,  summary  foreclosures,  chattel  lien  searches,  requests  and 
answers  under  disclosure  of  information,  modifications  of  loan 
terms  and  conditions,  recipients’  attorneys’  names,  amount  of  lia¬ 
bility,  narrative  report  of  actual  and  contingent  liabilities  and  re¬ 
lated  correspondence. 
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Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(b)(6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  aud  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

In  the  course  of  presenting  evidence  to  a  court,  magistrate  or  ad¬ 
ministrative  tribunal,  including  disclosures  to  opposing  counsel  in 
the  course  or  settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders  and 
index  cards. 

Retricvability:  These  records  are  indexed  by  the  name  of 
recipient  and  claimant. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthoiized  disclosure. 

Retention  and  disposal:  The  litigation  records  are  maintained  by 
the  Central  Records  Section  for  one  year  after  the  litigation  action 
has  been  completed  and  marked  “closed".  At  that  time  some 
records  may  be  transferred  to  the  Loan  Case  File  while  the 
remainder  are  destroyed.  Records  of  claims  and  Disclosures  of  In¬ 
formation  are  maintained  indefinitely  and  Actual  and  Contingent 
Liabilities  Reports  are  maintained  until  the  case  is  resolved,  then 
forwarded  to  a  Federal  Records  Center  which  disposes  of  them  ac¬ 
cording  to  a  GSA  schedule. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Officer  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  those  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  personnel.  Department  of  Justice,  interviews  and  cor¬ 
respondence  with  individuals  outside  of  the  Agency,  bankruptcy 
notices,  court  records,  title  companies,  and  Loan  Case  Files. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  552a  (k)(2)  and  (k)(5),  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  Federal  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access,  and  contest  requirements 
(under  5  U.S.C.  552a  (c)(3).  (d).  (e)(1).  (e)(4)(G),  (H),  and  (I),  and 
(0)  of  the  Agency  regulations.  This  exemption  is  necessary  in  order 
for  the  Agency  legal  staff  to  properly  perform  its  functions. 

SBA225 

System  name:  Loan  Accounting — SBA225 


System  location:  Central  Office  of  the  SB  A.  See  Appendix  A  for 
address. 

Categories  of  individnals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  lists 
information  necessary  for  proper  accounting  of  Disaster  Home 
Loans.  Included  in  these  records  are  transaction  registers,  listings 
of  stop  actions  and  manual  freezes,  listing  of  assets  and  liabilities, 
and  listings  of  outstanding  items  in  suspense. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders  and  binders. 

Retrievabilhy:  Records  are  indexed  by  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to  Ac¬ 
counting  Operations  Division  personnel.  Personnel  screening  is  em¬ 
ployed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File. 

SBA230 

System  name:  Loan  Activity  Reports — SBA230 

Syrtem  location:  District,  Branch  and  Regional  Offices  of  the 
Small  Business  Administration.  For  addresses,  see  Appendix  A. 

Categories  of  individnals  covered  by  the  system:  Applicants  for 
and  recipients  of  Disaster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  a  Disaster  Home  Loan.  Included  in  this 
system  are  lists  of  loan  approvals,  lists  of  loans  declined,  lists  of 
loans  cancelled,  lists  of  bank  officers,  SCORE/ACE  volunteers  and 
Advisory  Council  members  receiving  loan  approval  lists,  lists  of 
loans  in  servicing,  lists  of  loans  pending,  lists  of  borrowers’  Federal 
tax  status,  lists  of  undisbursed  approved  loans,  lists  of  loans  matur¬ 
ing,  and  lists  of  disbursed  loans.  Lists  of  approved  loans  contain  in¬ 
formation  relating  to  the  amount  of  a  loan,  the  term  and  rate. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Loan  activity  reports  are 
for  internal  use,  with  the  exception  of  loan  approval  lists.  Informa¬ 
tion  contained  in  a  loan  approval  list  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 
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To  provide  the  Internal  Revenue  Service  with  access  to  an 
individual's  records  for  an  official  audit  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  IRS’ 
function. 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders  and 
index  cards. 

Retricvability:  Records  are  indexed  by  applicant  and  recipient 
name  as  well  as,  for  approved  loans,  the  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  in  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  managerfs)  and  address:  Regional  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File,  and  Loan  Master  Files. 

SBA235 

System  name:  Loan  Case  File— SBA235 

System  location:  All  District  and  Branch  Offices  and  some  Re¬ 
gional  Offices  of  the  Small  Business  Administration  and  in  Federal 
Record  Centers.  See  Appendix  A  for  SBA  addresses  and  Appendix 
B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Applicants  and 
recipients  of  disaster  home  loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  an  individual  who  has  applied  for,  or  is 
receiving  a  disaster  home  loan  from  the  time  of  the  individual’s  ap¬ 
plication  until  the  date  of  payment  in  full  or  charge-off  if  approved; 
or  until  the  date  of  an  official  denial  if  declined.  These  records  in¬ 
clude: 

Loan  applications  and  supporting  documents 
Personal  history  and  financial  statements 
Credit  information 
Investigative  reports 
Appraisers’  reports 

Correspondence  and  recommendations  of  responsible  SBA 
official  including  approval  authorizations 
Disbursement  amount,  term  and  rate 
History  of  repayments 
Collateral  and  UCC  filings 
Collection  and  liquidation  activities 
Related  correspondence 
Settlements  and  compromises 
Participating  banks 

Authority  for  maiatcnance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 


To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan,  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  request  information  from  a  Federal,  State  or  local  agency 
or  a  private  credit  agency  maintaining  civil,  criminal  or  other 
information  relevant  to  determining  an  applicant’s  suitability 
for  a  loan. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
audit  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS’  function. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retricvability:  These  records  are  indexed  by  applicant  and 
recipient  name  as  well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  on  approved  loans  are  retained 
for  two  years  after  the  loan  is  paid  or  charged-off  and  then  for¬ 
warded  to  a  Federal  Records  Center  where  they  are  destroyed  four 
years  later.  Records  on  withdrawn,  declined  or  cancelled  applica¬ 
tions  are  retained  for  two  years  after  notification  of  final  action  and 
are  then  destroyed. 

System  managerfs)  and  address:  Regional  Directors,  District 
Directors  and  Branch  Mnagers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  financial  institution  reports,  law  enforcement 
agencies,  and  Federal  Disaster  Assistance  Administration. 
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SBA240 

System  name:  Loan  Closings — SBA240 

System  location:  District  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  lists 
closing  information  relating  to  Disaster  Home  Loans.  Included  in 
these  records  are  closing  reports,  disbursement  status  of  loan  ac¬ 
count,  expiration  of  disbursement  periods,  and  other  records  of 
disbursement. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retrievability:  These  records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Files  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File. 

SBA245 

System  name:  Loans  in  Liquidation,  Charged-Off  or  Paid-in- 

FuU— SBA245 

System  location:  Central  Office,  District  and  Branch  Offices  of 
the  SBA  and  Federal  Records  Centers.  See  Appendix  A  for  SBA 
addresses  and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  Disaster  Home  Loans  that  have  been 
placed  in  liquidation  status  or  have  been  charged-off.  These  records 
include  information  on  finances  of  borrowers,  disposition  of  col¬ 
lateral,  how  recoveries  are  applied,  comments  relative  to  liquidation 
status,  and  date  of  final  charge-off. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
audit  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS'  function. 

In  the  event  court  action  arises  from  loan  collection  activities, 
a  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court. 


magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  or  settlement  negotiations. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  index 
cards,  and  magnetic  tape. 

Retrievability:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  on  a  loan  in  liquidation  are 
retained  by  the  SBA  for  three  years  after  the  case  is  closed.  Except 
for  those  cases  on  which  subsequent  collection  efforts  have  been 
made  within  three  years  from  the  date  of  closing,  the  records  are 
then  transferred  to  a  Federal  Records  Center,  which  will  dispose  of 
the  records  after  four  years. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  financial  institution  reports,  creditors  of  the  in¬ 
dividual,  auctioneers,  U.S.  Attorney,  SBA  Collateral  File,  SBA 
Loan  Case  File. 

SBA2Se 

System  name:  Loan  Master  Files— SBA250 

System  location:  Central  Office  of  Small  Business  Administration. 
See  Appendix  A  for  the  address. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  an  individual  who  has  received  an  SBA 
Disaster  Home  Loan.  Included  in  these  records  are:  approval, 
disbursement,  delinquency  and  bank  participation  data,  modifica¬ 
tions  of  loans,  litigation  data,  and  minority  code. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bM6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  records  may  be  used: 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 
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In  the  event  that  a  system  of  records  maintained  by  this 
agency  to  carry  out  its  funciton  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan  or  benefit  by  the  requesting 
agency,  or  in  connection  with  a  review  or  audit  by  the  other 
agency.  Disclosure  will  be  made  only  to  the  extent  that  the 
information  is  relevant  and  necessary  to  the  requesting 
agencies'  functions. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  microfilm,  magnetic 
tape,  magnetic  disc,  and  in  file  cabinets. 

Retrievability:  These  records  are  indexed  by  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Files  are  maintained  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the  . 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Cootesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  Case  File,  individual  to  whom 
record  pertains.  Agency  employees. 

SBA2SS 

System  name:  Management  Assistance  Resource  Files — SBA25S 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  and  Branch  Offices  of  the  SBA.  See  Appendix  A  for  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  SCORE/ACE 
volunteers,  persons  who  borrow  Management  Assistance  training 
materials.  Small  Business  Institute  coordinators,  and  other  in¬ 
dividuals  who  are  potential  speakers,  counselors  or  authors  and 
reviewers  for  Management  Assistance. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  individuals  listed  in  the  above  para¬ 
graph.  These  records  include  biographical  sketches  of  volunteers, 
correspondence,  copies  of  travel  vouchers,  files  of  accomplish¬ 
ments,  copies  of  counseling  reports,  occasional  evaluations  of  in¬ 
dividual  volunteers,  publications  authored,  news  releases  and 
clippings. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  SCORE/ACE  volunteers  with  information  about  an 
individual  SCORE  or  ACE  volunteer. 

To  provide  university  coordinators  with  information  about 
potential  speakers  at  management  training  sessions. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 


sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  Agency  personnel  and  volunteers  whose  duties  require  such 
access.  Personnel  screening  is  employed  to  prevent  unauthorized 
disclosure. 

Retention  and  disposal:  Records  are  retained,  in  the  case  of 
SCORE  volunteers,  for  three  years  either  after  a  volunteer 
withdraws  or  has  his  name  removed  from  active  participation,  and 
are  then  destroyed.  For  all  others,  files  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  members  of  SCORE  or  ACE,  news  media,  edu¬ 
cators  and  universities,  professional  organizations,  civic  organiza¬ 
tions. 

SBA260 

System  name:  Minority  Groups— SBA260 

System  location:  Central  Office  and  the  District  Offices  in  New 
Orleans,  Sioux  Falls  and  San  Diego.  See  Appendix  A  for  the  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  Officers  and 
members  of  minority  organizations  and  minority  government  and 
civic  leaders. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  on  individual’s  affiliated  wiUi  various  minority  ac¬ 
tivities.  Included  within  this  system  are  membership  lists  of: 

Indian  tribes  in  South  Dakota,  the  Mexican-American 
Federation  of  San  Diego  County,  the  Union  of  Pan  Asian 
Communities  of  San  Diego  County,  Black  Mayors  of 
Louisiana  and  other  community  organizations.  The 
information  in  this  system  includes: 

Addresses,  telephone  numbers,  news  clippings,  position  in  the 
organization,  investigative  materials  where  applicable  and 
related  correspondence. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301  and  44 
U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievability:  These  records  are  indexed  by  individual  member 
name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 
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Privacy  Act  Officer  for  Central  Office  Records 

District  Director  for  District  Office  Records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  hy  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  or  District  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Bureau  of  Indian  Affairs,  Mexican-American  Federation  of  San 
Diego  County,  Union  of  Pan  Asian  Communities  of  San  Diego 
County,  Business  Resource  Center  of  San  Diego,  Urban  League 
Business  Directory,  Agency  personnel  and  the  news  media. 

SBA265 

System  name:  Modifications  in  Loan  Accounting — SBA26S 

System  location:  Central  Office,  District  and  Branch  Offices  of 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  lists 
information  necessary  to  keep  Loan  Case  Files  up-to-date  with 
changes  of  borrower’s  address  or  loan  status,  deferments  and  rejec¬ 
tions  in  payments,  and  other  modifications  as  contained  in  SBA 
Form  327. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retrievability:  Records  are  indexed  by  loan  number  and  name  of 
borrowers. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  for  no  more  than 
two  years,  then  destroyed. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Agency  Personnel,  Individual  to  whom 
record  pertains.  Loan  Case  File,  Financial  Institutions. 

SBA270 

System  name:  Non-Career  Employees — SBA270 

System  location:  Central  Office,  at  address  listed  in  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Schedule  C  (Non- 
Career)  employees  or  applicants. 


Categories  of  records  in  the  system:  File  includes  Clearance 
Requests,  Standard  Form  171,  resumes  and  other  background  infor¬ 
mation  on  applicants  for  non-career  positions  with  the  SBA. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  is  used  to  respond  to  requests  for 
information  from  the  White  House,  and  to  forward 
information  to  the  White  House. 

These  records  may  be  examined  by  the  Civil  Service 

Commission  or  General  Accounting  Office  in  reviewing  the 
Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Retrievable  by  name  of  applicant  or  employee. 

Safeguards:  Records  are  kept  in  locked  filing  cabinet.  Personnel 
screening  is  utilized  to  prevent  unauthorized  use. 

Retention  and  disposal:  Files  are  kept  current  and  are  discarded 
when  no  longer  needed. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer  at  the 
address  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reason  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individuals  on  whom  record  is  main¬ 
tained,  White  House. 

SBA275 

System  name:  Notaries  Public— SBA275 

System  location:  Houston  District  Office,  Fairbanks  Branch  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  been  designated  to  function  as  Notaries  Public. 

Categories  of  records  in  the  system:  This  system  is  a  record  of 
employees  designated  as  Notaries  Public,  whose  fees  are  paid  by 
the  agency. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  this 
system  may  be  used  to  communicate  with  the  appropriate  agency 
of  a  State  Government  responsible  for  bonding  Notaries  Public. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  employee 
designated  as  a  Notary  Public. 

Safeguards:  Kept  in  file  cabinet. 

Retention  and  disposal:  Indefinite  retention,  or  until  superseded. 

System  manager(s)  and  address:  District  Director,  Branch 
Manager.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  offices  are  contained  in 
Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 


FEDEIAL  REGISTER,  VOL  41,  NO.  185 — WEDNESDAY,  SEPTEMBER  22,  1974 


41668 


SMAU  BUSINESS  ADMINISTRATION 


ing  to  him  or  her.  The  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it.  And  the  proposed  amendment  to  the  in¬ 
formation  sought. 

Record  source  categories:  Individuals  on  whom  record  is  main¬ 
tained;  purchase  orders  for  fees. 

SBA280 

System  name:  Occupational  Injuries — SBA280 

System  location:  Central,  District,  Regional  and  Branch  Offices 
where  injuries  have  occurred.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  been  involved  in  an  accident  or  injured  on  the  job. 

Categories  of  records  in  the  system:  Records  include  report  forms 
on  accidents  and  injuries,  medical  reports,  medical  bills  and  other 
information  pertinent  to  the  accident  or  injury. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  29  u  s  e.  651-78. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  used  to  report  accidents  and  injuries 
to  the  Department  of  Labor. 

Records  in  the  system  may  be  used  in  processing  claims  for 
compensation  for  on-the-job  injuries,  by  the  appropriate 
Agency  or  a  court. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  employee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Files  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Director,  District  Directors,  Branch  Managers.  See  Appendix  A  for 
addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will,  be  so  advised. 

Contesting  record  procedures:  Individuals 'desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  and  the  proposed  amendment  to  the  informa¬ 
tion  sought. 

Record  source  categories:  Employee  involved  in  accident,  wit¬ 
nesses,  other  Agency  personnel. 

SBA285 

System  name:  Official  Travel  Files— SBA285 

System  location:  Central  Office,  at  address  listed  in  Appendix  A. 
Federal  Records  Centers,  at  addresses  listed  in  Appendix  B. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  Files  include  Travel  Vouchers 
submitted  by  each  employee. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Records  are  reviewed  by  the  General  Accounting  Office  in  the 
course  of  an  audit  of  the  Agency. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulatory  rule  or  |>rder 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issued 
pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  for  two  years 
after  the  end  of  a  fiscal  year,  or  until  a  GAO  audit.  Records  are 
then  transferred  to  a  Federal  Records  Center,  where  they  will  be 
disposed  of  ten  years  after  the  end  of  the  fiscal  year  in  which  the 
records  were  compiled. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer,  at  the 
address  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  siring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  staling  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Travel  Vouchers  submitted  by  em¬ 
ployees. 

SBA290 

System  name:  Outside  Employment  Files— SBA290 

System  location:  Central  Office,  Regional  Offices,  Lubbock  Dis¬ 
trict  Office.  See  Appendix  A  for  addresses. 

■Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  requested  permission  to  engage  in  outside  employment. 

Categories  of  records  in  the  system:  Record.s  include  requests  for 
outside  employment,  correspondence  concerning  such  requests,  and 
notification  of  Agency  approval  or  disapproval  of  outside  employ¬ 
ment. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  u.sers  and  the  purpo.ses  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  name  of  employee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Director.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Office  for  Central  Office  records 
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Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  there 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  requesting  approval  of  out¬ 
side  employment  and  other  Agency  personnel. 

SBA295 

System  name:  Payroll  Files — SBA295 

System  location:  SBA  Central  Office.  See  Appendix  A  for  ad¬ 
dress. 

Categories  of  individuals  covered  by  the  system:  SBA  employees, 
active  and  inactive. 

Categories  of  records  in  the  system:  Name,  Social  Security 
number,  employee  number,  grade,  step,  and  salary;  organization, 
retirement  or  FICA  data  as  applicable;  Federal,  State  and  local  tax 
deductions,  as  appropriate;  savings  bond  and  charity  deductions; 
regular  and  optional  Government  life  insurance  deductions;  health 
insurance  deduction  and  plan  or  code;  cash  award  data;  union  dues 
deductions;  allotments,  by  type  and  amount;  financial  institution 
code  and  employee  account  number;  leave  status  and  leave  data  of 
all  types;  time  and  attendance  records,  including  number  of  regular, 
overtime,  holiday,  Sunday,  and  other  hours  worked;  mailing  ad¬ 
dress;  co-owner  and/or  beneficiary  of  bonds,  marital  status  and 
number  of  dependents;  notification  of  Personnel  Actions;  unem¬ 
ployment  records;  register  of  separations;  annual  leave  restoration; 
over-payment  indebtedness;  correspondence  from  employees  con¬ 
cerning  payroll  problems. 

Authority  for  maintenance  of  the  system:  Title  6,  GAO  Policy  and 
Procedures  Manual,  pursuant  to  31  U.S.C.  66(a),  and  sections 
1 12(a)  and  113  of  the  Budget  and  Accounting  Procedures  Act  of 
1950. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  this 
record  system  may  be  used; 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  transmit  data  to  U.S.  Treasury  to  effect  issuance  of 

paychecks  to  employees  and  distribution  of  pay  according  to 
employee  directions  for  savings  bonds,  allotments,  financial 
institutions,  and  other  authorized  purposes. 

By  the  General  Accounting  Office  for  audit  purposes. 

In  reporting  tax  withholding  to  Internal  Revenue  Service  and 
appropriate  State  and  local  taxing  authorities;  FICA 
deductions  to  the  Social  Security  Administration;  dues 
deductions  to  labor  unions;  withholdings  for  health  insurance 
to  insurance  carriers  and  the  U.S.  Civil  Service  Commission; 
charity  contribution  deductions  to  agents  of  charitable 
institutions;  annual  W-2  statements  to  taxing  authorities  and 
the  individual. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Both  manual  and  machine-readable. 

Retrievability:  By  name  and/or  employee  or  Social  Security 
number. 


Safeguards:  Physical,  technical,  and  administrative  security  is 
maintained,  with  admission  to  records  storage  areas  limited  to 
authorized  personnel. 

Retention  and  disposal:  Retained  on  site  until  after  GAO  audit, 
then  disposed  of,  or  transferred  to  Federal  Records  Storage  Cen¬ 
ters  in  accordance  w'ith  the  fiscal  records  program  approved  by 
GAO,  as  appropriate,  or  General  Record  Schedules  of  GSA. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Privacy  Act  Officer  for  Central  Office  records 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Subject  individuals,  supervisors, 
timekeepers,  official  personnel  records,  and  IRS. 

SBA300 

System  name:  Personnel  Benefits  Files— SBA3()0 

System  location:  Cleveland  District  Office,  Casper  District  Office, 
Des  Moines  District  Office.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  record  contains  informa¬ 
tion  on  the  enrollment  option  and  carrier  number  of  employees  en¬ 
rolled  in  Health  Insurance  and  Retirement  Plans. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101, 29  U.S.C.  651-78. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  in  communicating  with  insurance  carriers  in  regard 
to  employee  benefits. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  card  files. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Directors.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director.  The  ad¬ 
dress  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or.  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  contained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Agency  personnel  records,  individual  on 
whom  records  are  maintained. 

SBA305 

System  name:  Personnel  Card  Index  Files — SBA305 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  and  Branch  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 
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Categories  of  records  in  the  system:  This  record  is  kept  by  each 
office  on  its  employees.  It  contains  a  summary  of  personnel  infor¬ 
mation,  including  Social  Security  number,  birthdate,  address, 
telephone  number,  marital  status,  employment  history,  and  similar 
information. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  may  be  used  in  responding  to  inquiries  from  banks  or 
institutions  on  employees  requesting  loans  or  credit. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  on  cards,  or  on  Standard  Form  7, 
“Employee  Service  Record  Card,”  in  Card  Files. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  for  ten  years  after 
the  employee  leaves  the  Agency,  then  disposed  of. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  and  Branch  Managers.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employees  on  whom  records  are  main¬ 
tained,  Agency  Personnel  Actions  and  records. 

SBA310 

System  name:  Personnel  Organization  Roster — SBA310 

System  location:  Maintained  at  SBA  Central  Office  and  at  most 
field  offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  Employee’s  name.  Social 
Security  number,  position  title,  occupational  series,  pay  plan, 
grade,  step,  salary,  veteran  preference,  tenure,  birth  date,  date  en¬ 
tered  Federal  Service,  and  time  spent  in  grade. 

Authority  for  maintenance  of  the  system:  IS  U.S.C.  634(b)(6);  S 
U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  copies  of  a  computer  listing  which  are 
kept  in  file  cabinets  or  the  desk  of  the  responsible  employee. 

Retrievability:  Records  are  filed  by  office,  program  area,  and 
name. 

Safeguards:  Information  released  only  to  authorized  persons  on  a 
need  to  know  basis. 

Retention  and  disposal:  A  new  listing  is  generated  each  month. 
The  Cei^tral  Office  disposes  of  old  copies  after  three  years  or  upon 
completion  of  a  Civil  Service  Commission  inspection.  Field  offices 
dispose  of  old  monthly  copy  when  new  copy  is  received  or  periodi¬ 
cally,  if  desired. 


System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Personnel  and  Payroll  Records. 

SBA315 

System  name:  Personnel  Security  Files — SB  A3 15 

System  location:  SBA  Central  Office  and  Regional  Offices.  See 
Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Active  and  inac¬ 
tive  SBA  employees. 

Categories  of  records  in  the  system:  This  system  contains  the  ac¬ 
tive  and  inactive  personnel  security  files,  which  include  the  em¬ 
ployee’s  or  former  employee’s  name,  background  information,  per¬ 
sonnel  actions,  and  Civil  Service  Commission’s  full  field  investiga¬ 
tions.  Also  included  in  this  system  are  the  Civil  Service  Commis¬ 
sion’s  National  Agency  checks  and  the  names  of  those  employees 
in  sensitive  positions  requiring  full  field  investigations. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(b)(6),  44  U.S.C.  3101,  Executive  Order  10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a 
system  of  records  maintained  by  this  Agency  to  carry  out  its  func¬ 
tion  indicates  a  violation  or  potential  violation  of  law,  whether 
civil,  criminal  or  regulatory  in  nature,  and  whether  arising  by 
general  statute  or  particular  program  statute  or  by  regulation,  rule 
or  order  issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the  appropriate 
agency,  whether  Federal,  State,  local  or  foreign,  charged  with  the 
investigation  or  prosecution  of  such  violations  or  charged  with  en¬ 
forcing  or  implementing  the  statute,  or  rule,  regulation  or  order  is¬ 
sued  pursuant  thereto. 

Full  field  investigations  and  National  Agency  checks  are 
returned  to  the  Civil  Service  Commission  when  employee 
becomes  inactive.  > 

Records  in  the  active  and  inactive  personnel  security  files  are 
forwarded  to  other  Federal  agencies  conducting  background 
checks. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  The  active  and  inactive  personnel  security  files  are 
maintained  in  rotary  diebold  power  files.  CSC  National  Agency 
checks  are  maintained  in  locked  safes. 

Retrievability:  Records  are  retrieved  by  employee’s  name. 

Safeguards:  Personnel  screening.  Information  released  only  to 
authorized  persons. 

Retention  and  disposal:  Civil  Service  Commission  National  Agen¬ 
cy  checks  are  kept  until  the  employee  leaves  government  service 
and  then  returned  to  CSC. 

On  the  separation  of  an  employee  from  SBA,  Security  and 
Investigations  Division  strips  the  file  and  forwards  the  full 
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field  portion  of  an  investigation  to  the  CSC.  Remaining 
information  of  a  nonderogatory  nature  is  destroyed,  while 
derogatory  information  is  kept  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  or  Regional  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SBA  employees,  SBA  Personnel  Office, 
third  party  witnesses.  Civil  Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  SS2a  (k)(2)  and  (kK5),  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  Federal  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access  and  contest  requirements 
(under  5  U.S.C.  552a  (cK3),  (d),  (eKD,  (eM4KG),  (H),  and  (I),  and 
(f))  of  the  Agency  regulations.  This  exemption  is  necessary  in  order 
to  fulfill  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  maintain  access  to  sources  necessary  in  making 
determinations  of  suitability  for  employment. 

SBA320 

System  name:  Portfolio  Reviews — SBA320 
System  location:  Central  Office,  District  Offices,  Branch  Offices. 
For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Recipients  of 
SBA  Disaster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  consists  of  re¬ 
ports  compiled  by  the  Office  of  Portfolio  Review  in  the  course  of 
reviewing  field  office  handling  of  all  loans.  Disaster  Home  Loans 
are  included  in  these  reviews  only  occasionally.  Central  Office  files 
also  include  line  cards  prepared  with  summary  information  on  each 
loan.  Until  early  1975  the  Portfolio  Review  Reports  contained  this 
information  on  each  loan  listed  alphabetically.  Since  that  time, 
i  loans  are  no  longer  listed,  but  are  named  only  when  there  is  a  par¬ 
ticular  problem  in  the  loan  handling. 

Authority  for  maintenance  of  the  system:  15  U.S.C.  634(bK6),  5 
U.S.C.  301,  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  includii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  in  this  system 
:  may  be  examined  by  the  General  Accounting  Office  in  the  course 

I  of  a  review  of  the  Agency. 

\  Disclosure  may  be  made  to  a  congressional  office  from  the 

!  record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual, 
f  Storage:  Records  are  kept  in  file  folders. 

Rctricvability:  Records  are  indexed  by  office.  Some  information 
within  the  records  is  retrievable  by  loan  name  or  number. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Reports  are  retained  indefinitely.  Line 
cards  in  Central  Office  are  retained  until  the  next  report,  then 
disposed  of. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 


District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Office  of  Portfolio  Review,  Loan  Case 
Files,  SBA  personnel,  and  Field  visits  to  borrowers. 

SBA325 

System  name:  Potential  Spanish-Sumamed  Applicants— SBA325 

System  location:  Denver  Regional  Office,  at  address  listed  in  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Potential  Spanish- 
sumamed  applicants  for  Federal  employment. 

Categories  of  records  in  the  system:  This  record  includes  name, 
address,  phone  number,  and  information  on  employment  of 
Spanish-surnamed  individuals  who  are  potential  applicants  for  SBA 
employment.  This  information  is  used  to  notify  individuals  of  job 
openings  at  the  SBA. 

Authority  for  maintenance  of  the  system:  Public  Law  92-261,  Ex¬ 
ecutive  Order  1 1478. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  a  card  file. 

Retrievability:  Records  are  indexed  by  the  names  of  individuals. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  (o  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Regional  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Regional  Director  at  the  ad¬ 
dress  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained;  organizations  who  refer  applicants. 

SBA330 

System  name:  Power  of  Attorney  Files — SBA330 

System  location:  SBA  Regional  Offices,  District  Offices  in  Atlan¬ 
ta,  Georgia;  Birmingham,  Alabama;  Charlotte,  North  Carolina; 
Columbia,  South  Carolina;  Miami,  Florida;  Jacksonville,  Florida; 
Louisville,  Kentucky;  Jackson,  Mississippi;  and  Nashville,  Tennes¬ 
see;  Branch  Offices  in  Biloxi,  Mississippi  and  Knoxville,  Tennes¬ 
see.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Insurance  agents 
who  have  the  authority  to  execute  a  surety  bond. 

Categories  of  records  in  the  system:  Information  in  this  system  of 
records  identifies  those  individuals  who  are  authorized  to  execute 
bonds  for  surety  companies. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  agent's  and  broker's 
names. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  until  the  SBA  is 
notified  that  the  authority  to  execute  bonds  has  been  rescinded,  at 
which  time  the  records  are  destroyed. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Surety  company  for  which  the  agent 
broker  is  authorized  to  execute  bonds. 

SBA335 

System  name:  Problem  Loan  Work  Files— SBA33S 

Sy^m  location:  District  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  an  individual  recipient  of  a  Disaster 
Home  Loan.  These  records  include  delinquent  accounts,  reports  of 
field  visits,  correspondence  and  other  information  pertinent  to  a 
problem  loan. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a 
system  of  records  maintained  by  the  Agency  to  carry  out  its  func¬ 
tion  indicates  a  violation  or  potential  violation  of  law,  whether 
civil,  criminal  or  regulatory  in  nature,  and  whether  arising  by 
general  statute  or  particular  program  statute,  or  by  regulation,  rule 
or  order  issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the  appropriate 
agency,  whether  Federal,  State,  local  or  foreign,  charged  with  the 
responsibility  of  investigation  or  prosecution  of  such  violation  or 
charged  with  enforcing  or  implementing  the  statute  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  indexed  by  recipient's  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  retained  independently 
of  the  Loan  Case  File  until  the  problem  is  resolved  and  then  are  in¬ 
corporated  into  the  Loan  Case  File. 

System  nunagerfs)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 


a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph, -stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  Case  File,  individual  to  whom 
record  pertains.  Agency  employees,  financial  institutions. 

SBA345 

System  name:  Red  Cross  Blood  Program — SBA345 

System  location:  Regional  Offices,  at  addresses  listed  in  Appendix 
A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  donated  blood  or  indicated  their  willingness  to  donate 
blood. 

Categories  of  records  in  the  system:  Record  includes  name  of  em¬ 
ployee,  blood  type,  and  date  of  last  donation  of  blood. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  will  be  used  in 
referring  individuals  to  the  Red  Cross  to  donate  blood. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Information  is  kept  in  notebooks  or  on  cards. 

Retrievability:  In  some  offices  this  record  is  indexed  by  the  em¬ 
ployee’s  name.  In  other  offices  it  is  only  indexed  by  date. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retcntkm  and  disposal:  Records  are  kept  for  one  year,  then 
destroyed. 

System  managerfs)  and  address:  Regional  Directors.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Regional  Director.  The  ad¬ 
dresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  gaining  access  to  the  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained. 

SBA350 

System  name:  Reports  on  Minority  Employment— SBA3S0 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  In  the  system:  This  system  of  records  in¬ 
cludes  computer  printouts  and  other  forms  of  Ustings  of  SBA  em¬ 
ployees,  indicating  their  minority  code  and  sex,  and  in  some  cases 
training  and  promotions  received  by  them.  The  records  are  used  to 
evaluate  the  Agency’s  compliance  with  principles  of  equal  employ¬ 
ment  opportunity. 

Authority  for  maintenance  of  the  system:  Executive  Order  11478, 
42  U.S.C.  2000e-l  et.  seq.,  5  C.F.R.  713,  13  C.F.R  105.735-5-4. 
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Routine  uses  of  records  mainUiined  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  in 
compiling  reports  to  the  Civil  Service  Commission. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  on  magnetic  tape,  on  cards,  or  in  file 
folders. 

Retrievability:  Information  in  this  system  may  be  indexed  by  em¬ 
ployee  name.  Social  Security  Number,  or  minority  code. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Indefinite  or  until  up-dated. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Personnel  records  and  visual  observa¬ 
tion  to  determine  minority  code. 

SBA355 

System  name:  SCORE  Master  Files — SBA355 

System  location:  Central  Office.  See  Appendix  A  for  the  address. 

Categories  of  individuals  covered  by  the  system:  Service  Corps  of 
Retired  Executives  and  Active  Corps  of  Executives. 

Categories  of  records  in  the  system:  This  system  of  records  is  a 
master  list  of  all  retired  and  active  executives  who  volunteer  their 
services  to  give  business  counseling  to  SBA  recipients.  These 
records  contain  information  as  to  personal  qualifications  and  exper¬ 
tise  and  cases  which  they  have  counseled. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bM6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be'  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  magnetic  tape  and  in  a 
binder. 

Retrievability:  These  records  are  indexed  by  SCORE  and  ACE 
volunteer’s  name  as  well  as  serial  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  The  master  tape  is  updated  periodically 
and  maintained  indefinitely.  When  a  SCORE  and  ACE  volunteer’s 
name  is  withdrawn  from  active  duty,  the  record  is  maintained  for 
three  years  and  is  then  destroyed. 

System  manager(s)  and  address:  Privacy  Act  Officer,  see  appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
The  Address  of  this  office  is  contained  in  appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 


ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains, 
SCORE/ACE  registration  forms. 

SBA360 

System  name:  Security  &  Investigations  Files — SBA360 

System  location:  Central  Office  and  Federal  Records  Centers.  See 
Appendix  A  for  SBA  Central  Office  address  and  Appendix  B  for 
FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Applicants  and 
recipients  of  SBA  assistance  and  principals  of  applicant  and 
recipient  businesses  -  all  types  of  loans.  Lease  Guarantees,  Small 
Business  Investment  Company  licensing,  8(a)  contractors,  call  con¬ 
tractors  and  grantees.  State  and  Local  Development  Companies, 
Economic  Development  Administration  loans.  Surety  Bond  Guaran¬ 
tees  and  applicant  representatives,  members  of  Advisory  Councils 
and  SCORE/ACE  volunteers. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  investigations  and  reports  on  all  of  the  above  indiviudals  on 
whom  the  Agency  has  derogatory  information.  Records  of  a  non¬ 
derogatory  nature  are  maintained  on  the  principal  SBIC  directors 
and  stockholders.  These  records  integrate  FBI  and  IRS  reports  and 
include  personal  history  statements,  background  character  checks, 
field  investigations,  arrest  and  conviction  records,  parole  and 
probation  data.  Securities  and  Exchange  Commission  violations, 
recommendations  and  evaluations,  and  related  correspondence. 

Authority  for  maintenance  of  the  system:  15  U.S.C.  634(b)(6).  15 
U.S.C.  645(a).  18  U.S.C.  1001. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this  Agency 
to  carry  out  its  function  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule,  or  order  issued  pursuant  thereto,  the  relevant  records 
in  the  system  of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or  prosecution  of 
such  violation  or  charged  with  enforcing  or  implementing  the 
statute  or  rule,  regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a  rou¬ 
tine  use,  in  the  course  of  presenting  evidence  to  a  court,  magistrate 
or  administrative  tribunal,  including  disclosures  to  opposing  counsel 
in  the  course  of  such  proceeding  or  in  settlement  negotiations. 

These  records  may  be  used  to  provide  data  to  the  General  Ac¬ 
counting  Office  for  periodic  reviews  of  this  Agency. 

These  records  may  routinely  be  disclosed  to  other  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
conducting  background  checks.  Disclosure  will  be  made  only 
to  the  extent  that  the  information  is  relevant  and  necessary 
to  the  requesting  agencies’  function. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  rotary  diebold  power 
files,  file  folders  and  card  indexes. 

Retrievability:  These  records  are  indexed  by  applicant  and 
recipient  name. 

Safeguards:  Personnel  screening.  Information  is  released  only  to 
authorized  persons. 

Retention  and  disposal:  At  the  end  of  each  calendar  year,  in¬ 
vestigation  records  are  screened  to  remove  those  records  on  which 
no  derogatory  information  has  been  received  for  five  years  or 
more.  These  inactive  records  are  then  sent  to  an  FRC  which  main¬ 
tains  them  for  twenty  years  and  then  destroys  them.  Derogatory 
records  on  SBIC  principals  are  retained  for  two  years  and  then 
transferred  to  an  FRC  which  destroys  them  after  ten  years, 
whereas  nonderogatory  records  are  retained  for  one  year  and  then 
destroyed.  Investigation  cards  containing  a  condensed  report  and 
applicant  representative  cards  are  retained  indefinitely.  Correspon¬ 
dence  records  are  retained  for  as  long  as  they  are  essential  and 
destroyed  annually  when  nonessential. 
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System  muiagcr(s)  and  addrem:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer  for 
Central  Office  records.  The  address  of  this  office  is  contained  in 
Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
public  court  records,  parole  and  probation  authorities,  FBI,  IRS, 
State  and  local  law  enforcement  authorities,  third  party  informants 
and  Agency  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  SS2a  (k)(2)  and  (k)(5),  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  Federal  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access  and  contest  requirements 
(under  5  U.S.C.  552a  (cK3).  (d),  (eKD,  (eM4KG),  (H),  and  (I),  and 
(0)  of  the  Agency  regulations.  This  exemption  is  necessary  in  order 
to  fulfill  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  prevent  subjects  of  investigations  from  frustrating 
the  investigatory  process. 

SBA365 

System  name:  Security  &  Investigations  Referrals — SBA365 

System  location:  Regional,  District  and  Branch  Offices.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
and  applicants  and  recipients  of  SBA  assistance. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  referrals  to  Securities  &  Investigations  for  investigations  and 
reports  of  the  above  individuals  in  order  to  determine  whether  frau¬ 
dulent  activities  or  misconduct  has  taken  place.  This  system  some¬ 
times  includes  copies  of  the  completed  report  by  the  S  &  I  Divi¬ 
sion.  These  records  include:  personal  statements  of  any  arrests,  in¬ 
dictments  and  convictions-SBA  Form  912,  allegations  of  irregulari¬ 
ties,  informants  statements  from  outside  investigative  sources, 
recommendations  from  the  field  offices  and  related  correspon¬ 
dence. 

AutbfHity  for  maintenance  of  the  system:  15  U.S.C.  634(bK6),  15 
U.S.C.  645(a),  18  U.S.C.  1001. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries-  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a  rou¬ 
tine  use,  in  the  course  of  presenting  evidence  to  a  court,  magistrate 
or  administrative  tribunal,  including  disclosures  to  opposing  counsel 
in  the  course  of  such  proceedings  or  in  settlement  negotiations. 

These  records  may  be  used  to  provide  data  to  the  General  Ac¬ 
counting  Office  for  periodic  reviews  of  this  Agency. 

These  records  may  routinely  be  disclosed  to  other  Federal  agen¬ 
cies,  in  response  to  their  requests,  in  connection  with  conducting 
background  checks.  Disclosure  will  be  made  only  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agen¬ 
cies’  function. 


Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Retrievability:  These  records  are  indexed  by  the  name  of  the  in¬ 
dividual  to  be  investigated. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Some  offices  retain  these  records  for  two 
years  and  then  destroy  them,  while  other  offices  retain  these 
records  until  the  irregularities  are  resolved. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  personnel,  tiurd  party  informants  and  the  FBI  and  other  in¬ 
vestigative  Government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  552a(kX2)  and  (kK5),  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  Federal  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access,  and  contest  requirements 
(under  5  U.S.C.  552a  (cX3).  (d).  (eXD.  (eX4XG).  (H).  and  (I),  and 
(f))  of  the  Agency  regulations,  llus  exemption  is  necessary  in  order 
to  fulfill  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  prevent  subjects  of  investigations  from  frustrating 
the  investigatory  process. 

SBA370 

System  name:  Settlement  and  Compromise— SBA370 

System  location:  Central  Office,  Regional  Offices,  Miami  District 
Office,  Louisville  District  Office,  Birmingham  District  Office.  See 
Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of 
SBA  Disaster  Home  Loans. 

Categories  of  records  in  the  system:  Records  include  listings  of 
loans  considered  for  compromise,  case  records  and  financial  infor¬ 
mation  relating  to  compromises  of  loans,  settlement  agreements  and 
notices  of  compromise  on  loans. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A  record  from  this 
system  of  records  may  be  disclosed,  as  a  routine  use,  in  the  course 
of  presenting  evidence  to  a  court,  magistrate  or  administrative 
tribunal,  including  disclosures  to  opposing  counsel  in  the  course  of 
such  proceedings  or  in  settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  name  of  borrower. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  duties  require  such  access.  Personnel  screen¬ 
ing  is  utilized  to  prevent  unauthorized  disclosure. 
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Retention  and  disposal:  Records  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Borrowers,  Loan  Case  Files,  Agency 
Compromise  Committees,  other  Agency  personnel. 

SBA37S 

System  name:  Small  Business  Person  Awards — SBA375 

System  location:  Central,  Regional  and  District  Offices  of  the 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Loan  recipient 
candidates  and  winners  of  the  Small  Business  Person  of  the  Year 
Awards  and  Community  Development  Awards. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  the  candidacy  and  selection  of  Small 
Business  Person  of  the  Year  in  SBA  District  and  Regional  Offices. 
These  records  include  applications,  biographical  summaries,  cor¬ 
respondence,  recommendations  and  narratives  of  business  and  civic 
successes.  The  record  of  Community  Development  Awards  in  the 
Central  Office  includes  biographical  and  qualifying  information  as 
well  as  recommendations  from  SBA  field  offices. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  information  to  the  news  media  for  public  disclosure 
of  the  name,  address  and  biographical  statement  of  the 
recipients  of  the  awards. 

To  communicate  with  officials  in  State  and  local  government 
as  to  the  status  of  a  particular  candidate. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievahility:  These  records  are  retrievable  by  individual  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  may  be  retained  from  one  to  ten 
years. 

System  manager(s)  and  address:  Privvcy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 


Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains, 
recommendations  from  various  individual  sponsors.  Advisory 
Council  members.  Agency  personnel,  research  publications  directo¬ 
ries,  news  media. 

SBA380 

System  name:  Standards  of  Conduct  Files — SBA380 

System  location:  SBA  Central  Office,  all  Regional  Offices,  vari¬ 
ous  District  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system: 

Confidential  statement  of  employment  and  financial  interests 
made  by  employees  Grade  13  and  above,  and  by  Grade  12 
Branch  Managers. 

Ad  Hoc  Committee  decisions  and  memoranda  concerning 
standards  of  conduct  questions  used  as  precedent  for  later 
decisions.  (Central  Office  only.) 

Correspondence  concerning  conflicts  of  interest. 

Listing  of  all  SBA  employees  who  have  been  indicted  or 
convicted  in  matters  involving  SBA  business. 

Authority  for  maintenance  of  the  system:  13  C.F.R.  105.735 
enacted  pursuant  to  the  Small  Business  Act. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceeding  or  in 
settlement  negotiations. 

Records  contained  in  this  system  may  be  forwarded  to  the 
Civil  Service  Commission  when  requested. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders  which  are  stored 
in  file  cabinets  or  safes. 

Retrievahility:  Records  are  retrieved  by  the  name  of  the  em¬ 
ployee. 

Safeguards:  Access  is  strictly  limited  to  those  employees  with  a 
need  to  use  these  records  in  performing  their  duties. 

Retention  and  disposal:  Files  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Conte^Ing  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
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reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Information  in  the  confidential  state¬ 
ment  of  employment  and  financial  interests  is  collected  from  the 
employee  himself.  Any  adverse  information  could  come  from  other 
employees  or  from  a  member  of  the  general  public  with  specific 
knowledge  of  the  matter  reported.  , 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  552a  (k)(5),  all  investigatory  material  in  the  record  compiled 
for  the  purpose  of  determining  suitability,  eligibility,  or  qualifica¬ 
tions  for  Federal  civilian  employment.  Federal  contracts,  or  access 
to  classified  information  is  exempt  from  the  notification,  access, 
and  contest  requirements  (under  5  U.S.C.  552a  (c)(3),  (d),  (eKD, 
(eK4KG),  (H),  and  (I),  and  (f)  of  the  Agency  regulations.  This  ex¬ 
emption  is  necessary  in  order  to  fulfill  commitments  made  to  pro¬ 
tect  the  confidentiality  of  sources  and  maintain  access  to  sources 
necessary  in  making  determinations  of  suitability. 

SBA385 

System  name:  Tort  Claims — SBA385 

System  location:  Central  Office  and  Federal  Records  Centers,  at 
addresses  listed  in  Appendices  A  and  B. 

Categories  of  individuals  covered  by  the  system:  Government  em¬ 
ployees  and  other  individuals  involved  in  accidents. 

Categories  of  records  in  the  system:  This  record  contains  reports 
on  accidents  which  result  in  tort  claims  involving  the  Government. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  42  U.S.C.  3211. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  tort  claim  results  in  a  court  suit,  these 
records  will  be  referred  to  the  Department  of  Justice  for 
handling  of  the  suit  and  used  in  the  preparation  and 
presentation  of  the  case. 

These  records  are  used  in  reporting  on  accidents  and  tort 
claims  to  the  General  Services  Administration. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  names  of  persons  in¬ 
volved  in  the  accident. 

Safeguards:  Records  are  kept  in  a  locked  cabinet.  Access  to  and 
use  of  these  records  is  limited  to  persons  whose  official  duties 
require  such  access.  Personnel  screening  is  utilized  to  prevent 
unauthorized  dusclosure. 

Retention  and  disposal:  Records  are  retained  for  one  year,  then 
sent  to  a  Federal  Records  Center,  where  they  are  retained  for  five 
years  and  then  destroyed. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individuals  involved  in  accident,  wit¬ 
nesses,  investigation  of  the  accident. 

SBA390 

System  name:  Transfer  of  Loan  Records — SBA390 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 


Categories  of  records  in  the  system:  This  system  of  records  re¬ 
ports  the  transfer  of  loan  case  files  from  one  division  of  the  Small 
Business  Administration  to  another  division,  or  to  the  Federal 
Records  Center. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  information  to  the  Federal  Records  Center,  as 
needed,  to  locate  a  Loan  Case  File. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  Case  Files,  Agency  employees. 

SBA395 

System  name:  UCC  Refiling  and  Financial  Statements 
Due-SBA395 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  lists 
information  relating  to  recipients  of  Disaster  Home  Loans.  Records 
include  record  of  due  dates  for  financial  statements  and  expiration 
dates  of  UCC  lien  filings. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  binders. 

Retrievability:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  for  no  more  than 
three  years,  then  destroyed. 

System  manager(s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 


FEDERAL  REGISTER,  VOL.  41,  NO.  185 — WEDNESDAY,  SEPTEMBER  22*  1976 


SMALL  BUSINESS  ADMINISTRATION 


41677 


Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  and  Loan  Case  File. 

SBA400 

System  name:  Union  Membership — SBA400 

System  location:  Denver  Regional  Office,  Miami  District  Office, 
Little  Rock  District  Office,  Minneapolis  District  Office.  See  Appen¬ 
dix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  are  members  of  the  U  nion. 

Categories  of  records  in  the  system:  This  is  a  list  of  employees 
who  are  members  of  the  Union  or  who  have  signed  authorizations 
for  payroll  withholding  of  Union  dues. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  Collective  Bargaining  Agreement  with  the  Union  which 
represents  SBA  employees. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  might  be  reviewed  by  the  Civil  Service 
Commission  in  the  course  of  a  personnel  management 
evaluation  of  the  office. 

Records  may  be  used  in  communications  with  the  Union 
regarding  dues  withholding  or  other  Union  business. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retricvahility:  Records  are  alphabetical  by  the  name  of  the 
member  of  the  Union  or  person  who  has  signed,  a  dues  withholding 
authorization. 

Safeguards:  Personnel  screening  is  utilized  to  prevent 
unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Regional  Director  or  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  Records 

District  Director  for  District  Office  Records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
;  ing  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  reasons 
for  contesting  it  and  the  proposed  amendment  to  the  information 
sought. 

Record  source  categories:  Individuals  on  whom  record  is  main¬ 
tained,  Union,  Computer  print-out  on  payroll  deductions. 

SBA405 

System  name:  Unofficial  Personnel  Files — SBA405 

System  location:  Maintained  by  individual  divisions  and  branches 
of  the  SBA  Central  Office,  as  well  as  all  SBA  Regional,  District, 
and  Branch  Offices.  For  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees, 
both  active  and  separated. 

Categories  of  records  in  the  system:  This  system  contains  a 
number  of  records  pertaining  to  an  individual's  employment  at 
SBA.  These  records  include  Time  and  Attendance  cards,  authoriza¬ 
tions  for  overtime,  records  of  leave,  training  requested  and  at¬ 


tended,  travel  itineraries  and  vouchers,  copies  of  Personnel  actions, 
requests  for  Personnel  actions.  Position  Descriptions,  copies  of  of¬ 
ficial  performance  evaluations,  copies  of  letters  of  commendation 
and  retirement,  personal  information  for  use  in  emergencies. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  15  U.S.C. 
634(b)(6);  44  U.S.C.  3101;  Title  6,  “GAO  Policy  and  Procedures 
Manual,”  pursuant  to  31  U.S.C.  6Wa)  and  sections  112(a)  and  113 
of  the  Budget  and  Accounting  Procedures  Act  of  1950;  5  U.S.C. 
5701-09. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  either  file  folders,  bin¬ 
ders  or  card  indexes  which  are  located  in  file  cabinets  or  on  the 
desk  of  the  responsible  employee. 

Retrievability:  Records  are  indexed  by  the  employee’s  name.  So¬ 
cial  Security  number,  or  other  personal  identifier. 

Safeguards:  Personnel  screening  -  information  released  to 
authorized  persons  on  a  need  to  know  basis  only.^ 

Retention  and  disposal:  There  is  no  official  Agency  policy  on  re¬ 
tention  of  these  records.  Most  of  the  records  are  maintained  for  up 
to  three  years. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director.  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
SBA  Office  of  Personnel,  Supervisor  of  the  respective  branch  or 
division.  Payroll  section  of  SBA. 

SBA410 

System  name:  Upward  Mobility  Files — SBA4I0 

System  location:  Central  Office,  Denver  Regional  Office,  San 
Francisco  Regional  Office.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  applied  for  jobs  within  the  Agency  under  the  Upward 
Mobility  Program. 

Categories  of  records  in  the  system:  These  records  include  applica¬ 
tions  of  candidates  for  higher  jobs  in  the  Agency,  appraisals  by  su¬ 
pervisors  of  qualifications  of  candidate,  ratings  by  Personnel  staff, 
roster  of  best-qualified  candidates. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  communicated  to  the 
Union  which  represents  SBA  employees. 

Information  in  these  records  may  be  given  to  the  Civil  Service 
Commission  for  the  processing  of  personnel  matters. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  Inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  or  job 
vacancy. 
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Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  or  Regional  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reason  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Applicants,  supervisors  of  applicants. 
Agency  Personnel  Office,  Agency  officials  responsible  for  selecting 
applicants. 

SBA415 

System  name:  Virginia  Attorneys — SBA415 

System  location:  Richmond  District  Office,  at  address  listed  in 
Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Attorneys  in 
private  practice  in  Virginia  who  do  title  work  or  SBA  work. 

Categories  of  records  in  the  system:  Record  contains  names  and 
addresses  of  attorneys  and  a  designation  as  to  whether  attorney  is 
approved  or  unapproved.  This  record  is  used  as  a  guide  to  reliabili¬ 
ty  of  attorneys,  as  to  what  assurances  will  be  required  on  title 
opinions  given  by  these  attorneys. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Record  is  maintained  in  a  loose-leaf  notebook. 

Retrievahility:  List  is  alphabetical  within  categories  by  locality. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Record  is  updated  continuously  and 
retained  indefinitely. 

System  manager(s)  and  address:  District  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director,  at  the  ad¬ 
dress  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 


ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Lawyer’s  Title  Company,  SBA  person¬ 
nel. 

SBA420 

System  name:  Work  Progress  Reports— SBA420  - 

System  location:  SBA  Central  Office.  The  following  SBA  District 
Offices:  Providence,  RI;  Seattle,  Wash.;  Detroit,  Mich.;  Bir¬ 
mingham,  Ala.;  Minneapolis,  Minn.;  Miami,  Fla.;  Columbus,  Ohio; 
Anchorage,  Ak.;  Honolulu,  Hawaii.  The  following  SBA  Branch  Of¬ 
fices:  Harrisburg,  Pa.;  Springfield,  Ill.  Addresses  for  these  offices 
may  be  found  in  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  These  records  include:  In¬ 
dividual  work  reports  showing  how  an  employee’s  time  was  ex¬ 
pended;  Project  control  sheets;  Project  status  reports;  Summary  of 
loan  officers’  activity;  Record  of  loans  processed  by  loan  officers. 

Authority  for  maintenance  of  the  system:  IS  U.S.C.  634(bK6);  5 
U.S.C.  301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  maintained  in  file  folders,  which  are  stored  in 
desk  drawers  or  in  file  cabinets. 

Retrievahility:  Records  are  indexed  by  employee’s  name. 

Safeguards:  Personnel  screening.  Information  released  to 
authorized  personnel  on  a  need  to  know  basis. 

Retention  and  disposal:  Records  in  this  system  are  retained  in¬ 
definitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether  * 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  on  whom  the  file  is  main¬ 
tained,  the  employee’s  supervisor,  production  control  clerk. 
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